UNI TED STATES BANKRUPTCY COURT
EASTERN DI STRI CT OF CALI FORNI A

GUI DELI NES FOR THE PREPARATI ON OF DOCUNMENTS
(Effective Decenber 1, 1999)

On March 1, 1999, the Court inplenented an el ectronic case
files system to capture, store, retrieve, display, process,
di stri bute and manage docunents. The electronic record is created
by scanni ng hard copy (paper) docunents into image files which are
stored in an imged docunent data base linked with the court
docket. Electronic case file records for the entire district may
be accessed by the general public fromany clerk’s office | obby
termnal at the present, and wthin a fewnonths will be accessible
fromrenote |locations via the Internet.

These guidelines are established to supplenent the genera
requi renents of formset forth in Local Bankruptcy Rul e 9004-1(a).
They are intended to streanline the scanning process and enhance
the Cerk’s ability to tinely and efficiently convert hard copy
docunents to high quality electronic inmages.

Al petitions, pleadings, notions, briefs, and other papers
presented for filing on and after Decenber 1, 1999, including
proofs of claimpresented for filing in cases filed on or after
March 1, 1999, should, to the fullest extent possible, conmply with
the follow ng docunent standards:!?

(1) Legibility

(a) Petitions, pleadings, notions, briefs and other papers
submtted for filing shall be typewitten, printed,
conputer generated, or prepared by sone other clearly
| egi bl e process, without erasures or interlining that
materially defaces the docunent, on one side of each
sheet only.

(b) Except as provided in paragraph 4(b), below, docunent
text shall be no smaller than 12 point type set no nore
than an average of 10 characters per inch. Typef aces

! Counsel who regularly practice in this district are expected
to conply with these guidelines but pursuant to Federal Rule of
Bankruptcy Procedure 5005(a) (1), no docunment will be refused for
filing by the clerk solely because it fails to conply with these
gui delines. Repeated failure to conply, however, may result in
the inposition of sanctions agai nst counsel.
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essentially equivalent to Courier, Tinmes, Helvetica or
Letter Gothic are preferred. Proportionally spaced
fonts, font sizes smaller than 12 point, and exotic font
styles, such as script, may not be |legible after inmaging
and shall not be used. Ctations may be italicized or
under | i ned. Italicized text, however, should be used
only for enphasis.

(c) Docunent text shall be one and one-half spaced or doubl e
spaced except for the identification of counsel, title of
action, category headi ngs, f oot not es, guot ati ons,
exhi bits and descriptions of real property, which may be
si ngl e spaced.

(d) No part of any docunent or fornt submitted for filing
shal | be shaded or highli ghted.

(2) Paper

Docunments shall be printed in blue-black or black ink on
white, letter size (8% inch by 11 inch), unglazed,
opaque, nedium weight (20 Ib.) xerographic-type paper
Wi th consecutively nunbered lines in the left margin.
Coat ed paper, gl ossy paper, heavywei ght paper (greater
than 20 I b.), Iightweight paper (less than 20 | b.), bond
paper, card stock, and onion skin may cause paper jamnms
when scanned and shall not be used.

(3) Assenbly

(a) Wth the exception of proposed orders presented for
filing as separate docunents, originals of multi-page
docunents SHALL NOT be fastened with staples or other
fasteners that puncture the paper. Oiginals of all
mul ti - page docunents, except proposed orders presented
for filing as separate docunents, shall be fastened with
bi nder clips.® Imediately foll ow ng scanning, the derk

2 Wth respect to shading contained in Oficial Forms, see
paragraph 4(a), bel ow.

3 Binder clips are spring-type clips that firmy hold bundles of
paper. They are usually nade of tenpered blue steel, triangular

in design, with nickel plated handles that spring up to open and

snap down flat against the paper for filing and storage. Because
standard wire or plastic paper clips nay cone | oose or get caught
on each other, they SHOULD NOT BE USED
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shal |l staple together the pages of original nulti-page
docunents. Original multi-page proposed orders presented
for filing as separate docunents and copies of all
mul ti - page docunents SHALL be fastened with staples.

(b) Oiginals of docunments presented for filing, including
proposed orders presented for filing as separate
docunents, SHALL NOT be hole punched. Copi es of
docunents nmay be hol e punched.

(c) Docunment pages shall be consecutively nunbered at the
bottom and the total nunber of pages shall be noted in
t he upper left-hand corner of the first page.

(d) Nothing sticky (such as tape or adhesive |abels) shall
extend over the edge of a docunent page. Likew se, notes
(including “Post-it” notes) shall not be taped, stapled,
or otherw se affixed to original docunents.

(e) Docunents shall not be “bl ue-backed” or otherw se bound.
Transcripts shall be unbound and fastened w th binder
clips prior to filing.

(f) Modtions, notices of hearing, objections, responses,
replies, declarations, affidavits, menoranda of points
and authorities, and proofs of service should generally
be filed as separate docunents, provided, however, that
such docunents may be conbi ned, subject to the foll ow ng
conditions and limtations:

(1) The total nunber of pages of the conbined docunent
shall not exceed 10 pages. |If conbining separate
docunents would result in a single docunent of nore
t han 10 pages, then each rel ated conponent docunent
must be filed as a separate docunent.

(2) The title of the conbined docunent nust be
descriptive of its conponents and contents (e.g
“Motion for Conmbined wth Notice of

Hearing Together wth Proof of Service Thereof”).

(3) Except for the first page, each page of a conbined
docunent shall bear a footer in the bottom margin
that identifies the particular docunent (e.g.
“Motion”) wthin the conbined docunent that the
page is a part of.

(4) When a conbined docunent includes a proof of
service, it nust be at the end of the docunent.

(g) Subject to (f)(1) and (2) above, proposed orders may be
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(4) Capti

attached as exhibits to other docunents and shall be
clearly marked as proposed orders. In all other
i nstances, orders presented for the court’s consideration
shal | be submtted as separate docunents.

on, Oficial Forns

(a)

(b)

(c)

(d)

The caption and form of all petitions, pleadings,
schedul es and other papers shall be in substantial
conpliance with the Federal Rul es of Bankruptcy Procedure
and O ficial Forns. I f docunent preparation software
permts alteration of form appearance, Oficial Fornms
shall be altered to renove all shading.* WVoluntary and
involuntary petition forns shall contain a bl ank space in
the lower right-hand corner of the first page neasuring
at | east 2%inches fromthe right edge and 3 inches from
t he bottom edge.

The nanes of debtor(s), plaintiff(s), and defendant(s),
the Dbankruptcy case nunber, and any adversary or
m scel | aneous proceedi ng nunber included in the caption
shall be no smaller than 14 point type set no nore than
an average of eight characters per inch. A blank space
measuring at |east 2% inches fromthe right edge and 3
inches fromthe top shall be left in the upper right-
hand corner of the first page of each docunent except the
petition.

As required by Local Bankruptcy Rule (LBR) 9014-1(d), all
docunents related to a matter set on cal endar (including
any notion, application, notice of hearing, objection,
response, reply, declaration, affidavit, nenorandum of
points and authorities, or proof of service) shal
contain in the caption the date, tinme, and place of the
heari ng, and the departnment in which the hearing will be
hel d.

As required by LBR 9014-1(c), a notion control nunber
shal | be included bel ow the case nunber on all notions
and ot her pleadings. Al related pleadings filed by any
party (including any notice of hearing, objection,
response, reply, declaration, affidavit, nenorandum of
points and authorities, or proof of service) shall

4 Such alteration will have no effect on the information
required by the Oficial Fornms and is therefore permtted by
Federal Rul e of Bankruptcy Procedure 9009.
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(e)

()

(9)

reference the sanme notion control nunber. Mbdtions for
relief fromthe automatic stay and all rel ated pl eadi ngs
(including the notice of hearing) shall additionally
indicate on the face of the docunent whether the notion
was filed pursuant to Part Il or Part 11l of LBR 4001-1.

The title of every docunent shall include the name of the
party on whose behal f the docunment is filed, the type of
pl eading (response, reply, counter notion, etc.), the
specific relief sought, and the filing date and nanme of
the pleading it was filed in response to, if any (for
exanpl e: Debtor A's Response to Creditor Y' s January 12,
1999 Mbtion For Relief From The Autonmtic Stay). The
docunent title shall be placed just belowor to the right
of the caption on the first page of the docunent, and nmay
be in bold-faced print and/or underli ned.

The voluntary petition and any schedul es, statenents,
lists and other docunents filed with it shall be
assenbled in the order set forth in form EDC 2-035
Filing Requirenents.

Questions 16 through 21 may be omtted fromthe Statenent
of Financial Affairs (Oficial Form 8) filed by
i ndi vi dual debtors who are not and who, wthin the two
years immedi ately preceding the filing of their cases,
have not been any of the follow ng: an officer, director,
managi ng executive, or person in control of a
corporation; a partner, other than a limted partner, of
a partnership; a sole-proprietor or self-enployed. The
Statenent of Financial Affairs filed by an individua
debtor electing to omt these questions shall include a
statenent to the effect that the debtor is not and has
not been “in business” as that termis defined in the
Statenent of Financial Affairs and that questions 16
t hrough 21 are, therefore, inapplicable.

(5 Exhibits To Pl eadi ngs And Papers

(a)

(b)

Exhibits to pleadings and papers shall be filed
separately from the docunents to which they relate
whenever the total nunber of exhibit pages exceeds 20.
Exhibits filed separately shall be captioned and bear the
title “Exhibits to [title of the docunent to which they
relate].” The total nunber of exhibit pages shall be
indicated in the upper left-hand corner of the caption

page.

| ndex tabs and/or divider sheets, whether tabbed or not,
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shal |l not be used to identify or separate exhibits. Each
page of an exhibit shall be identified at the bottom by
exhi bit nunber and page nunber of the total pages of the
particular exhibit (for exanple: Exhibit A — Page 1 of
4).

(c) Exhibits larger that 8% inches by 14 inches shall be

reduced in size prior to filing. Duplexed exhibits shal
be copied and filed as separate pages.
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PO NTS TO REMEMBER VWHEN PREPARI NG DOCUMENTS

(Numbers refer to areas in the attached Sanpl e Docunent.)

Wth the exception of proposed orders presented for filing as
separate docunents, DO NOT fasten the pages of original nulti-
page docunents together with staples; fasten them together
with binder clips instead. Fasten together the pages of
original proposed orders presented for filing as separate
docunents and the pages of all docunment copies with staples.

Note the total nunmber of pages in the upper |eft-hand corner
of the first page.

DO NOT two hol e punch original docunents; copies may be two
hol e punched.

Leave a blank space neasuring at |east 2% inches from the
right edge and three inches fromthe top in the upper right-
hand corner of the first page.

Names and case nunbers in captions should be no smaller than
14 point, set no nore than an average of eight characters per
i nch.

I ncl ude the nanme of the party on whose behalf a docunent is
filed, the type of docunent, and the filing date and nane of
t he docunent was filed in response to, if any, in the title;
titles of conbined docunents should be descriptive of their
conponents and contents. For the conditions and |imtations
Wi th respect to conbined docunents, see CGuideline 3(f).

Use standard typefaces; Courier and Letter Gothic are
preferred. Text should be no smaller than 12 point, set no
nore than an average of 10 characters per inch. Text should
be italicized for enphasis only.

Docunent text should be one and one-half spaced or double
spaced EXCEPT for the identification of counsel, title of
action, footnotes, quotations, exhibits and real property
descriptions, which may be singl e spaced. DO NOT hi ghlight or
use shadi ng.

Nunmber pages consecutively at the bottom
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JOHN H SM TH (State Bar No. 000000)
Addr ess -
City, State Zi p Code 1

Tel ephone

Attorney for Debtor

UNI TED STATES BANKRUPTCY COURT
EASTERN DI STRI CT OF CALI FORNI A
SACRAMENTO DI VI SI ON

Case No.: 99-88888-A-7
Chapter 7
Mbtion Control No. JHS-1

I N RE:
o JANE DCE

Date: August 18, 1999

Time: 2:00 p.m

Pl ace: Courtroom 27, Dept. A
501 | Street, 7'" Floor
Sacranent o, CA 95814
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DEBTOR.

n DEBTOR JANE DCOE’ S RESPONSE TO CREDI TOR XYX CORPORATI ON' S
JULY 20, 1999 MOTION FOR RELI EF FROM THE AUTOVATI C STAY
COMBI NED W TH PROCF OF SERVI CE THEREOF
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